RECORDS REQUIRED TO BE KEPTI

B  Full name

B Social security number

B Home address

B Date of birth

B Time of day and day of week employee’s workweek begins
B  Regular hourly rate of pay and length of pay period

B  Hours worked each work day and total hours worked each
workweek

B Total daily or weekly straight tim‘e earnings or wages
B Total weekly overtime compensation

B Total additions to or deductions from wages

B Total wages paid each pay period

B Date of payment and pay period covered by payment

Records required for exempt employees differ from those for nonexempt
workers. Also, special information is required on employees under
uncommon pay arrangements or to whom board, lodging or other facilities
are furnished. Records of the required information must be preserved for
three years.

®® We recommend records be kept at least 8 years.




